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I.  Introduction 

During  the  July,  1982  meeting  of  the  Personnel  and  Labor  Relations  Study 
Commission,  a  tentative  recommendation  was  adopted  by  the  Commission 
which  in  effect  endorsed  much  of  the  Personnel  Division's  current  and 
planned  approach  to  position  classification.  While  urging  the  Personnel 
Division  to  maintain  the  current  system  as  opposed  to  abruptly  shifting 
to  an  expensive  and  potentially  disruptive  new  system,  the  Commission 
also  endorsed  the  Personnel  Division's  plan  to  improve  the  state's 
classification  system  by  incrementally  introducing  quantitative  job 
evaluation  methods.  A  phased  approach  to  introducing  quantitative 
methods  to  the  state's  classification  system  is  envisioned  to  build  on 
the  strengths  of  the  current  system  maintaining  the  five  primary  factors 
of  the  factor  comparison  method.  These  factors  include:  nature  of  work, 
supervision  received,  management  and  supervision  of  others,  personal 
contacts,  and  scope  and  effect  of  actions  and  decisions. 

The  five  factors  would  be  used  as  the  basis  for  the  quantitative  job 
evaluation  used  in  each  of  the  suggested  major  occupational  groups  or 
"families  of  jobs."  The  Personnel  Division  would  develop  a  separate  but 
coordinated  and  consistent  point  factoring  system  for  each  major 
occupational  group  based  upon  the  five  factors  used  by  the  factor 
comparison  method.  Over  the  next  three  years,  the  Personnel  Division 
would;  with  the  assistance  of  small  classification  review  committees 
composed  of  incumbents  of  positions  in  the  occupational  group,  managers 
of  positions  in  the  occupational  group,  labor  representatives  where 
appropriate  and  agency  personnel  professionals;  allocate  all  positions  to 
each  of  the  major  occupational  groups. 

A  separate  classification  review  committee  for  each  major  occupational 
group  would  monitor  the  development  of  the  factor  ranking  system  prior  to 
its  implementation.  In  addition,  these  advisory  committees  would  assist 
the  Personnel  Division  in  evaluating  classes  and  recommending  grade 
levels  for  classes.  These  classification  review  advisory  committees  for 
each  occupational  group  should  be  small  enough  to  work  effectively  and 
would  be  viewed  as  a  continuing  feature  of  the  state  classification 
system. 

The  transition  from  a  system  primarily  using  qualitative  methods  to  a 
homegrown  hybrid  composite  of  the  best  features  of  the  quantitative 
Factor  Ranking  and  Hay  Guidechart  methods  is  designed  to  cause  as  little 
disruption  as  possible.  These  improvements  will  make  the  classification 
system  more  defensible,  increase  the  acceptance  and  participation  of 
agencies  in  the  classification  process,  and  will  increase  the  flexibility 
of  the  system  to  deal  with  special  problems. 

II.  Proposed  Methods,  Timeframes  and  Costs 

The  earliest  that  the  classification  methods  enhancement  activities  could 
begin  would  be  May,  1983  with  the  quantitative  job  evaluation  methods 
totally  designed  for  each  of  the  five  major  occupational  groups  by  the 
fall  of  1985. 
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The  suggested  major  occupational  groups  or  "families  of  jobs"  include: 

1.  Professional,  Administrative  and  Technological  (PAT); 

2.  Labor,  Trades  and  Crafts  (LTC); 

3.  Clerical,  Office  Machine  Operators  and  Technical  (COMOT); 

4.  Supervisors;  and 

5.  Special  Occupational  Evaluation  Systems  (SOES):   physicians, 
attorneys,  teachers  and  law  enforcement. 

A  sixth  occupational  group,  executive  and  managers,  is  currently  in 
place.  The  Executive-Manager  Evaluation  System  (EMES)  employs  a 
quantitative  job  evaluation  method  and  should  require  only  minor 
modifications  to  be  consistent  with  the  approaches  envisioned  for  each  of 
the  other  occupational  groups. 

The  design  of  the  methods  and  work  with  the  classification  review 
committees  would  require  two  full-time  equivalent  positions.  Currently, 
the  forecasted  decline  in  the  number  of  appeals  anticipated  in  the  next 
two  years,  the  anticipated  delegation  oi^  much  of  the  first  line  job 
evaluation  to  willing  and  qualified  agencies  and  a  forthcoming 
reorganization  of  the  Classification  Bureau  should  allow  the  Personnel 
Division  to  undertake  the  methods  enhancement  activities  with  no 
additions  to  the  current  staffing  level  in  the  Classification  Bureau. 
The  only  additional  expense  anticipated  at  this  time  is  approximately 
$7000  for  advanced  training  for  the  staff  assigned  to  the  method 
enhancement  activities,  some  outside  consultant  assistance,  and  minor 
administrative  expenses  associated  with  printing  appropriate  manuals  and 
forms. 
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Classification  Methods  Enhancement  Project 
Tentative  Budget 


2  FTE: 

1  grade  16,  step  5 
1  grade  14,  step  5 

$25,380* 
21,387* 

Benefits 

$46,767 
X  .20 

$  9,354 

Printing 

1,000 

Travel 

1,000 

Training/Consulting  Services 

5,000 

TOTAL  ANTICIPATED  COST 

$63,121 

Based  upon  FY83  salary  schedule. 
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Classification  Methods  Enhancement  Project 
Tentative  Work  Plan 


PHASE  I  -  Plan  and  Layout  Project 

Timeframe:  (4  months)  March  1983  to  August  1983 

A.  Choose  Project  team. 

B.  Define  and  identify  occupational  categories. 
Give  consideration  to: 

1.  optimal  number  of  categories; 

2.  relationship  to  pay  plans; 

3.  ease  of  developing  job  evaluation  methods; 

4.  minimal  amount  of  overlap  or  gray  area  in  determining  what  classes 
go  into  what  category. 

C.  Allocate  classes  to  each  category. 

D.  Conduct  additional  research. 

1.  Search  literature;  and 

2.  information  from  other  states. 

E.  Establish  agency  relationships. 

1.  Explain  project; 

2.  Solicit  input  on  categories,  allocation  of  classes,  etc.;  and 

3.  Select  classification  review  committees. 

F.  Train  project  team. 

1.   Visit  other  states  and/or  bring  in  consultant  or  personnel  from 
other  states. 

G.  Develop  work  plan  for  each  category:  procedure,  method,  timetable,  etc. 

H.  Develop  implementation  strategy,  procedure  policy  and  guidelines  to  deal 
with  pay  adjustments,  budgeting,  position  allocations,  appeals,  etc. 

I.  Coordinate  with  other  activities  in  Personnel  Division:  pay,  collective 
bargaining,  etc. 

J.  Determine  what  categories  to  quantify.  Based  on  the  federal  and  Indiana 
models  and  what  has  been  accomplished  to  date,  the  following  categories 
are  recommended: 

1.   Professional,  Administrative  and  Technological  (PAT); 
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2.  Labor,  Trades  and  Crafts  (LTC).  Must  decide  what  to  do  with  exist- 
ing Blue  Collar  system;  either  add  to  it  or  develop  a  parallel 
category  for  non-represented  positions/classes; 

3.  Clerical,  Office  Machine  Operators  and  Technical  (COMOT); 

4.  Supervisors  and  Managers  -  may  be  a  separate  category  or  an  exten- 
sion of  Executive/Manager  Evaluation  System  -  EMES,  or  an  extension 
of  PAT,  COMOT  and  LTC; 

5.  Special  Occupational  Evaluation  Systems  (SOES):  physicians,  attor- 
neys, teachers,  law  enforcement. 

PHASE  II  -  Develop  and  implement  evaluation  method  #1  -  Professional, 
Administrative  and  Technological  -  PAT 

Timeframe:  (10  months)  July  1983  to  May  1984 

A.  Collect  appropriate  data. 

1.  Information  on  each  class  must  be  complete,  including  specifica- 
tions, position  descriptions,  audits. 

2.  Assemble  information  and  files. 

B.  Verify  allocation  of  positions  to  classes. 

1.  This  task  might  involve  reallocations  and  consolidation  of  classes 
and  some  rewriting  of  specifications. 

C.  Design  evaluation  method. 

1.  Choose  factors,  write  factor  descriptions,  assign  point  values,  and 
test  method  on  sample  of  classes. 

D.  Evaluate  each  class  by  classification  specialist  and  classification 
review  committees. 

E.  Consult  with  agencies  on  results. 

F.  Conduct  final  evaluations. 

G.  Publish  methodology  and  train  agencies. 
H.   Implement  results. 

PHASE  III  -  Develop  and  implement  evaluation  method  #2  -  Labor  Trades 
and  Crafts  -  LTC 

Timeframe:   (6  months)  March  1984  to  August  1984 

A.   Collect  appropriate  data. 
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1.  Information  on  each  class  must  be  complete,  including  specifica- 
tions, position  descriptions,  audits. 

2.  Assemble  information  and  files. 

B.  Verify  allocation  of  positions  to  classes. 

1.   This  task  might  involve  reallocations  and  consolidation  of  classes 
and  some  rewriting  of  specifications. 

C.  Design  evaluation  method. 

1.   Choose  factors,  write  factor  descriptions,  assign  point  values,  and 
test  method  on  sample  of  classes. 

D.  Evaluate  each  class  by  classification  specialist  and  classification 
review  committees. 

E.  Consult  with  agencies  on  results. 

F.  Conduct  final  evaluations. 

G.  Publish  methodology  and  train  agencies. 
H.   Implement  results. 

PHASE  IV  -  Develop  and  implement  evaluation  method  #3  -  Clerical,  Office 
Machine  Operators  and  Technical  -  COMOT 

Timeframe:  (10  months)  June  1984  to  March  1985. 

A.  Collect  appropriate  data. 

1.  Information  on  each  class  must  be  complete,  including  specifica- 
tions, position  descriptions,  audits. 

2.  Assemble  information  and  files. 

B.  Verify  allocation  of  positions  to  classes. 

1.   This  task  might  involve  reallocations  and  consolidation  of  classes 
and  some  rewriting  of  specifications. 

C.  Design  evaluation  method. 

1.   Choose  factors,  write  factor  descriptions,  assign  point  values,  and 
test  method  on  sample  of  classes. 

D.  Evaluate  each  class  by  classification  specialist  and  classification 
review  committees. 

E.  Consult  with  agencies  on  results. 

F.  Conduct  final  evaluations. 
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G.   Publish  methodology  and  train  agencies. 
H.   Implement  results. 

*PHASE  V  -  Develop  and  implement  evaluation  method  #4  -  Supervisors 
Timeframe:  (4  months)  January  1985  to  April  1985 
*  might  be  included  in  PAT,  LTC,  COMOT,  or  EMES 

A.  Collect  appropriate  data. 

1.  Information  on  each  class  must  be  complete,  including  specifica- 
tions, position  descriptions,  audits. 

2.  Assemble  information  and  files. 

B.  Verify  allocation  of  positions  to  classes. 

1.   This  task  might  involve  reallocations  and  consolidation  of  classes 
and  some  rewriting  of  specifications. 

C.  Design  evaluation  method. 

1.   Choose  factors,  write  factor  descriptions,  assign  point  values,  and 
test  method  on  sample  of  classes. 

D.  Evaluate  each  class  by  classification  specialist  and  classification 
review  committees. 

E.  Consult  with  agencies  on  results. 

F.  Conduct  final  evaluations. 

G.  Publish  methodology  and  train  agencies. 
H.   Implement  results. 

PHASE  VI  -  Develop  and  implement  evaluation  method  #5  -  Special 
Occupational  Evaluation  Systems  -  SOES 

Timeframe:  (6  months)  March  1985  to  August  1985 

A.  Collect  appropriate  data. 

1.  Information  on  each  class  must  be  complete,  include  specifications, 
position  descriptions,  audits. 

2.  Assemble  information  and  files. 

B.  Verify  allocation  of  positions  to  classes. 

1.   This  task  might  involve  reallocations  and  consolidation  of  classes 
and  some  rewriting  of  specifications. 


Page  7 


C.  Design  evaluation  method. 

1.   Choose  factors,  write  factor  descriptions,  assign  point  values,  and 
test  method  on  sample  of  classes. 

D.  Evaluate  each  class  by  classification  specialist  and  classification 
review  committees. 

E.  Consult  with  agencies  on  results. 

F.  Conduct  final  evaluations. 

G.  Publish  methodology  and  train  agencies. 
H.   Implement  results. 

Schematic  of  Implementation  Phases 
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